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How	
  to	
  run	
  a	
  BRS	
  report	
  

Start	
  on	
  Travel	
  Services	
  home	
  page.	
  Click	
  the	
  yellow	
  	
  BRS	
  REPORTS	
  button,	
  or	
  simply	
  type	
  brs	
  in	
  your	
  browser	
  
as	
  a	
  url.	
  

	
  

On	
  the	
  BRS	
  home	
  page	
  sign	
  in	
  with	
  you	
  LDAP	
  user	
  id	
  and	
  password	
  (same	
  as	
  for	
  LBL	
  e-­‐mail)	
  

	
  

(Double)	
  Click	
  on	
  the	
  Travel	
  folder	
  and	
  choose	
  a	
  report	
  from	
  the	
  list	
  displayed	
  (i.e	
  Trip	
  Summary)	
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New	
  window	
  opens	
  with	
  the	
  Parameters	
  page.	
  	
  Here	
  you	
  narrow	
  down	
  the	
  search	
  by	
  choosing	
  the	
  
appropriate	
  search	
  and	
  sort	
  criteria.	
  Example	
  1:	
  Trip	
  Summary	
  report	
  for	
  all	
  open	
  foreign	
  trips	
  created	
  by	
  an	
  

arranger	
  for	
  a	
  specific	
  division.	
  

	
  

And	
  sorted	
  by	
  Trip	
  End	
  Date	
  (primary)	
  	
  and	
  Trip	
  number	
  (secondary).	
  Click	
  Run.	
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Report	
  will	
  open	
  in	
  a	
  new	
  window	
  (be	
  sure	
  to	
  have	
  your	
  pop-­‐up	
  blockers	
  disabled).	
  If	
  the	
  report	
  does	
  not	
  
open	
  automatically,	
  go	
  to	
  Browse	
  Report	
  Outputs	
  from	
  the	
  main	
  menu,	
  and	
  click	
  on	
  the	
  finished	
  report.	
  	
  	
  	
  

	
  

Report	
  is	
  displayed	
  in	
  RCL	
  Report	
  Viewer	
  in	
  HTML	
  format	
  (by	
  default).	
  	
  To	
  print	
  the	
  report	
  switch	
  to	
  pdf,	
  you	
  

can	
  also	
  switch	
  to	
  excel	
  for	
  additional	
  sorting/formatting.	
  The	
  HTML	
  format	
  offers	
  drill	
  down	
  option	
  to	
  the	
  
Trip	
  Detail	
  report	
  (click	
  blue	
  hyperlinked	
  trip	
  number).	
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Example	
  2:	
  Travel	
  Authorization	
  Summary	
  report	
  for	
  all	
  authorization	
  for	
  a	
  specific	
  division	
  with	
  trip	
  status	
  
open,	
  no	
  expense	
  report	
  created,	
  travel	
  dates	
  between	
  10/1/2010-­‐06/22/2011,	
  with	
  trip	
  purpose	
  conference.	
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This	
  report	
  will	
  display	
  authorizations	
  with	
  no	
  associated	
  expense	
  reports	
  created,	
  based	
  on	
  the	
  search	
  
criteria.	
  	
  The	
  number	
  of	
  days	
  pending	
  will	
  be	
  highligted	
  in	
  yellow	
  if	
  it	
  is	
  delinquent	
  (	
  more	
  than	
  30	
  days	
  after	
  
the	
  trip	
  end	
  date).	
  Note	
  you	
  may	
  need	
  to	
  scroll	
  horizontally	
  to	
  see	
  all	
  the	
  columns	
  depending	
  on	
  the	
  size	
  of	
  
your	
  monitor.	
  

	
  
	
  
Example	
  3:	
  Trip	
  Project	
  Information	
  by	
  project	
  id,	
  and	
  expense	
  report	
  approver	
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This	
  report	
  provides	
  basic	
  project	
  costing	
  information	
  based	
  on	
  selected	
  criteria.	
  	
  

	
  	
  	
   	
  

	
  

Note:	
  If	
  the	
  data	
  obtained	
  on	
  the	
  report	
  isn’t	
  what	
  you	
  expected,	
  and	
  you	
  wish	
  to	
  re-­‐prompt	
  the	
  parameters,	
  
go	
  to	
  the	
  Browse	
  Report	
  Outputs	
  page,	
  select	
  the	
  finished	
  report	
  and	
  click	
  the	
  Re-­‐Prompt	
  button.	
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How	
  to	
  Schedule	
  a	
  BRS	
  report	
  

Open	
  the	
  Travel	
  folder,	
  and	
  select	
  the	
  report	
  to	
  be	
  scheduled.	
  	
  

	
  

Choose	
  the	
  desired	
  parameters,	
  i.e	
  approved	
  authorizations	
  for	
  a	
  specific	
  division,	
  with	
  trip	
  ended	
  
and	
  no	
  expense	
  report	
  created.	
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Click	
  the	
  Outputs	
  tab	
  on	
  top	
  of	
  page.	
  Select	
  the	
  output	
  type	
  format	
  	
  i.e.	
  Excel	
  (default	
  is	
  PDF,	
  
HTML),	
  and	
  	
  delivery	
  (e-­‐mail),	
  and	
  attachment	
  format	
  (i.e.	
  Excel).	
  Click	
  Save	
  As.	
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New	
  window	
  opens	
  up,	
  and	
  on	
  this	
  page	
  you	
  name	
  and	
  save	
  the	
  report.	
  Save	
  the	
  report	
  in	
  My	
  
Folders.	
  Click	
  OK.	
  

	
  

From	
  My	
  Folders	
  select	
  the	
  report	
  to	
  be	
  scheduled	
  and	
  click	
  the	
  Schedule	
  button	
  on	
  top	
  of	
  page.	
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In	
  the	
  new	
  window	
  create	
  a	
  new	
  schedule.	
  Select	
  Type,	
  and	
  report	
  and	
  click	
  Next.	
  

	
  

On	
  the	
  next	
  page	
  select	
  the	
  timing	
  of	
  the	
  report.	
  Click	
  Save.	
  Report	
  is	
  now	
  scheduled	
  to	
  run	
  and	
  wil	
  be	
  

delivered	
  to	
  e-­‐mail	
  recipients	
  once	
  a	
  month	
  every	
  Sunday	
  until	
  deleted.	
  It	
  will	
  come	
  as	
  an	
  excel	
  attachment.	
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To	
  run	
  and	
  e-­‐mail	
  report	
  (without	
  scheduling),	
  first	
  select	
  the	
  parameters,	
  and	
  then	
  from	
  the	
  
Outputs	
  tab,	
  enter	
  the	
  format	
  and	
  email	
  address	
  of	
  the	
  recipient,	
  and	
  click	
  Run.	
  E-­‐mail	
  will	
  come	
  
from	
  brs-­‐admin@lbl.gov	
  with	
  attachment.	
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Open	
  the	
  attachment	
  in	
  Excel.	
  
	
  

	
  
	
  
To	
  view,	
  modify,	
  	
  or	
  delete	
  scheduled	
  reports	
  click	
  Browse	
  schedules.	
  
	
  

	
  
	
  
	
  
Questions?	
  
	
  
Contact	
  Klara	
  Sebek	
  x7049,	
  or	
  e-­‐mail	
  TravelHelp@@lbl.gov	
  	
  	
  	
  	
  


